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STUDENT G0\7ERN1\IENT ASSOCIATION 
-SENATE LEGISLATION 
Whereas: CCC's Policies and Procedures need updatingo 
Whereas: CCC has passed these revised Policies and Procedures by 
voteo 
Therefore: Let it be resolved, that the Senate accept these 
revised Policies and Procedures as the new Polices and 
Procedures for CCC. 
Respectful! y Sul:mi. tted, 
rntroducecl by~~{__;(=-·~(------=------:----­
Board or Ccmni ttee -
SENATE ACriON J 4 - 3 - 2 Date ~o r 29 1989 
Be it k.ncMn that____ill:? 89F- 519 . is hereb~etoed on 
this day of Detb!4rz.4-€-1._ • lC
s~gnature 
urlent Body Pres~dent 
Valerie A. Molina
--- \ - - -:: ---c=:.-~= 
CLUB COORDINATING COMMITTEE 
The Club Coordinating Committee is one of four(4) standing 
committees within the Student Government Association. The Club 
Coordinating Committee shall act as an intermediary between SGA and 
the student clubs and organizations at the University of North 
Florida. The Club Coordinating Committee shall inform organizations of 
events on campus and direct the distribution of funds to them in 
accordance with existing SGA Bylaws, the Activity and Service Fee 
Policies and Procedures and any guidelines otherwise specified. The 
Club Coordinating Committee shall maintain a current Club Coordinating 
Committee Policy & Procedures manual approved by a two-thirds vote of 
the Student Government Association Senate. 
MEMBERSHIP 
The Club Coordinating Committee (hereafter referred to as the 
committee) shall consist of eight (8) voting members: six (6) SGA 
Senators and two (2) Non-Senator Club Representatives, who are 
elected from the clubs that receive A&S funds, and approved by 
the President's Cabinet and the Senate. These two (2) 
Non-Senator Club Representatives shall serve a term of one (1) 
semester until the next semester's elections. No two Club 
Representatives shall hold membership in the same A & S funded 
organization. No club or student organization shall have more 
than two (2) voting members on this committee. 
CCC MEETINGS 
Meetings of the committee must occur at least once every two 
weeks. A monthly meeting shall be designated as a mandatory 
attendance meeting. All other meetings are only mandatory for 
those clubs which have requests before the committee. Committee 
members must attend all meetings. Meeting dates and times will be 
posted in the SGA Office, the club area, announced at CCC 
meetings and listed on a memo to be distributed to the clubs via 
the club mailboxes. Mandatory meetings shall be designated by 
the chair when the schedule is set. A copy shall be forwarded to 
the SGA Vice President by the third week of school. 
CCC OFFICERS 
There shall be two(2) officers of the committee: the Chairperson 
and the the Vice Chairperson. These officers must be current SGA 
Senators and can be removed by a majority vote of the Senate. 
The Chairperson shall be nomimated and elected by the Senate at 
the second regular meeting of the Senate of each new session or 
whenever a vacancey occurs. The Vice Chairperson shall be 
nominated and elected by the committee at the second regular 
meeting of the committee of each new session or whenever a 
vacancy occurs. The officers of the committee are responsible to 
perform the activities specified in the Bylaws and their 
respective position descriptions. They will report directly to 
the SGA Vice President. 
CCC NON-SENATOR REPRESENTATIVES 
Non-Senator Representatives shall be elected by a majority of 
those clubs that receive A&S funding, and are not on a 
probationary or frozen status. Elections shall occur at the 
beginning of each semester or whenever a vacancy occurs. 
Non-Senator Representatives shall be designated a mailbox located 
in the SGA office for correspondence from the CCC chair. The CCC 
Non-Senator Representatives shall be bound to the same absentee 
policies as regular Senators. When a non-senator member 
acquires four(4) excused absences, two(2) unexcused absences, or 
two(2) excused and one(1) unexcused absence in one(1) academic 
term, they shall be recommended for removal by the chair. It 
requires a majority vote of those club representatives, that 
receive A&S funding, and are not on a probationary or frozen 
status to remove a CCC Non-Senator Representative. 
DUTIES OF COMMITTEE 
The members of CCC shall be responsible carrying out the duties 
as specified in Article IV, Subsection, Number 3. 
POLICIES OF CCC 
These policies are established to facilitate greater 
communication and increase efficiency between CCC and clubs & 
organizations. Hereafter the title organizations shall also include 
clubs. 
A. The committee can only allocate Activity and Service Fees 
(A&S) to those organizations who are officially recognized by 
UNF, through the office of Student Life. Those are organizations 
which do not discriminate on the basis of race, sex, or religion. 
Purposes and activities of said organizations must not conflict 
with purposes of UNF, Board of Regents, andjor state and federal 
laws. If the organization is eligible for funding: 
1. They request up to $100.00 from CCC for its start up 
costs. 
2. The organization will be placed on a six week 
probationary status. 
3. The probationary period will be monitored by CCC through 
a probationary report. This report will be filled out by 
the club and returned to CCC by the assigned date. 
4. After probation is over, the committee must first take 
the club off probation, and then organization may request 
additional funds for the remaining fiscal year. 
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5. Any organization which reactivates must follow the above 
procedures. 
B. Start-up request can be heard from the first meeting of CCC 
during the Fall term till six weeks prior to the last meeting of 
CCC during the Spring term. No start-up request can be heard 
during the Summer term. 
c. Once all clubs receive start-up funds for the semester, the 
CCC chair will call a mandatory orientation for all newly funded 
clubs. Both the club President and representative from each 
newly funded club must attend. During this period, the CCC chair 
will assign a CCC club handbook to the president, and educate 
them on CCC policies & procedures. 
D. The committee will not allocate funding to organizations that 
are politically or religiously focused. (definitions) Recognized 
groups that fit this description will be eligible for funding for 
programs and projects from Unallocated reserves. 
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organization is eligible for A&S funding. The procedure must be 
used in order to request funds from A&S fees. This procedure will 
be as follows: 
1. A Review will be made by the committee of the requesting 
organization's constitution/bylaws. 
2. The chair shall obtain, for the committee's review, a 
written statement on the organization's eligibility, in 
relation to the committee's policies and procedures, by 
the Assistant Dean of Student Life. 
3. After all pertinent information has been reviewed, a vote 
must be taken to determine if the organization will be 
funded. 
4. If the committee renders a decision to fund the 
organization, legislation shall follow the regular 
legislative process (SGA Bylaws, Article III, Section 6). 
5. Organizations that do not receive funding will be able to 
request funding from the committee after a period of one 
year. 
F. Organizations are required to attend all mandatory CCC 
meetings, (as designated by the chair) during the Fall & Spring 
semesters. Each is allowed three absences (consecutive or 
non-consecutive) per year (excluding the summer semester) . 
Organization absences will be dealt with using the following 
procedures: 
1. When an 
organization reaches two absences (consecutive or 
non-consecutive) in year, the Chair shall send them 
written notice of their status. Said notice shall state 
that the organization is in danger of having their A&S 
funds frozen. 
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2. After missing the third (consecutive or non-consecutive) 
meeting, the CCC Chair must send written notification 
that said organization has reached the maximum number of 
absences. This notice shall also state that any further 
absences will result in the organization's funds being 
frozen. 
3. After missing a fourth (consecutive or non-consecutive) 
CCC meeting, the organization's operating account will be 
frozen. To freeze the account, the following steps will 
be taken: 
a. The chair must notify the organization and the SGA 
Comptroller in writing that the group's A&S funds 
are frozen. 
b. At this point after receiving written 
notification, a representative from the involved 
organization shall justify its club's 
non-attendance. This must be done at the next CCC 
meeting. 
c. If a justification is given, CCC must vote on the 
status of the organization's funds (unfreeze or 
revoke). 
d. If no justification is given, or CCC decides to 
revoke the organization's funds, then said funds 
will revert back to CCC reserves. 
e. If CCC approves the unfreezing of funds, an 
organization may resume spending in accordance 
with other procedures. 
f. If the organization misses any other CCC meetings 
during that year, it's funds will automatically be 
returned to CCC reserves. 
4. If the fourth meeting that is missed is the last meeting 
of the Spring semester, the frozen status will carry over 
to the first meeting of the Summer semester. The 
remaining procedures in number 3 shall be followedo 
5. During Summer Semester, attendance is not required unless 
a organization has business or as stated in number 4. 
6. An organization that has lost funding through an excess 
of absences may go through normal CCC reactivation 
procedures after a six week period. 
7. The chair shall notify the SGA Comptroller of any changes 
in the status of any organization immediately after said 
changes take place. 
G. The committee must maintain the latest information on all 
organizations currently funded by A&S funds. This includes the 
following: 
1. A current file must be maintained for each club. the 
file will include, but not be limited to, the club 
constitution, funding requests, budget requests, bylaws, 
and reports. 
2. A complete and current club membership roster must be 
turned in to the committee within the first four(4) weeks 
of each academic term. The roster will include the names 
of members and their class status. It should also 
include a current listing of officers and advisors, their 
home/office phone numbers and addresses. Continued 
funding andjor expenditures from A & S funds will be 
contingent upon the completion of these tasks. 
H. Written communication between the committee and the 
organizations shall be done via the CCC bulletin board and the 
club mailboxes located in the Student Organization Area on the 
second floor of the Andrew A. Robinson Student Life Building. 
Organizations are responsible for checking their mailbox on a 
regular basis. The CCC bulletin board must be kept current by 
the CCC chair, with a membership listing, agenda, meeting 
schedule, and any other pertinent information. 
I. Each club and organization shall maintain separate accounting 
records for A & S funds. The CCC chair shall disseminate current 
club balance sheets on a bi-weekly basis, in order to keep the 
clubs informed on their current balance. These records are 
subject to review by the SGA Comptroller, CCC Chair, or any other 
SGA official. 
J. No salaries or OPS wages from A & s funds may be allocated to 
registered student organizations for officer's compensation. 
K. Funds may not be expended to support, in whole or in part, a 
candidate for political office, nor for contribution to political 
activity directly seeking to effect the passage, defeat, or 
status of legislation except as provided by law. 
L. CCC obtains funds through the normal A&S budget procedure as 
CCC is considered a budget entity of the A&S Fee. The following 
procedures shall govern: 
1. During the year, organizations shall submit a budget for 
the next fiscal year. CCC shall set deadlines for the 
CCC Budget process so that the committee may meet the A&S 
Budget deadlines. CCC shall also set the amount of 
operational funds for each club and the limit for 
additional funds requested for reserves. 
2. These budgets shall be compiled along with an operational 
budget for the committee and become the entire budget 
request that the CCC Chair will present for the A&S 
budget. 
3. These budgets shall include a set operating amount for 
each organization requesting funds. This amount shall be 
equal for each organization. 
4. Organizations may also request an additional amount for 
special projects that they anticipate will occur during 
the next fiscal year. This amount will become the Fall 
and Spring Reserves. 
5. There will be an additional amount requested by CCC for 
New/Reactivated Organization Start-up Funds. 
6. After the A&S Budget is approved by all necessary 
parties, each organization that submitted a budget shall 
receive the set operating amount. The New/Reactivated 
Club Start-up shall receive a beginning balance and the 
remaining funds shall be divided equally between Fall and 
Spring Reserves. 
7. Each organization may then make use of their operating 
funds via CCC policies and may request (for special 
projects) additional funds from the reserve account 
currently being used as needed. 
8. Organizations that do not submit a budget request during 
the CCC budget process, may obtain funds through the 
New/reactivated Club Start-up Procedures. 
9. Any remaining balance in Fall Reserves can be transferred 
to Spring Reserves at the beginning of the Spring 
semester 
M. Each semester the CCC chair shall hold a mandatory paperwork 
seminar on how requests are processed, with the help of the 
SGA Comptroller and hisjher Fiscal Assistant. Both the Club 
representative and President will be required to attend. At 
the seminar the CCC chair must take attendance of what clubs are 
present the names of the representatives and Presidents. The 
President & Rep. shall be responsible for educating the club 
members on paperwork procedures, relative to CCC policies & 
procedures. 
N. Standard CCC Funds Request Process - To obtain funds from an 
existing CCC budget, all requests for funds must be on the CCC 
funds request form and signed by the club's president and the 
club budget officer. Expenditures on-campus up to $95.00 may be 
approved by the CCC Chair. Expenditures off-campus, $25.00 and 
under may be approved by the CCC Chair. Any expenditures above 
$95.00 on-campus or $25.00 off-campus must be approved by the 
committee. Requests from club accounts and reserves must be made 
48 hours before the next CCC meeting. No money will be reimbursed 
after the fact from Reserves. No A&S funds may be used to 
purchase alcohol. The following procedures are to be used for 
use of funds: 
1. Reimbursements - must have approval from the CCC chairperson 
before the fact and can only come from the club account. 
2. Catering Requests - are used for on-campus catering. A 
catering request must be attached to the CCC request form. 
The catering request must be completely filled out with the 
type of products being requesting from food service their 
respective cost and a total amount . These requests must be 
approved by the CCC chair (if less than $95.00) or CCC (if 
more than $95.00) before they can be processed further. 
3. Payee's Invoice - is used when reimbursing a club or club 
member for expenditures made outside the university (off 
campus). These expenditures must be approved by the CCC 
Chair (if less than $25.00) or CCC (if more than $25.00) 
before the expenditure occurs. After the approved 
expenditure takes place, the receipts (along with the 
approved funds request form) must be forwarded to the CCC 
Chair. Expenditures above the original amount approved by 
the committee (or the chair) will require committee 
approval. The State does not pay sales tax, so any requests 
for reimbursements will not include tax. 
4. Postage form - is used for sending club related mail and 
will be charged to your account. All postage requests must 
follow standard CCC request procedures. 
5. Quick Copy - is used for quick copying on campus. All quick 
copy requests must follow standard CCC Request procedures. 
6. Travel - can not be funded by CCC . 
7. Interdepartmental Sales - this form is used when you wish to 
purchase items from the university bookstore. It must be 
filled out completely with items requested and their 
respective price. This must follow standard CCC Request 
procedures. 
8. Work Orders - are used to request set up of tables and 
chairs on-campus by Physical Facilities. This must follow 
standard CCC Request procedures. 
9. Purchase Requisitions - any large off-campus purchases that 
you plan to make can only be done by the purchasing 
department via a purchase requisition. The UNF Purchasing 
Department is the only area on campus with the authority to 
enter into a contract with a vendor in the name of the 
University. This must follow standard CCC Request 
Procedures. 
10. Contract Approval Forms - If you plan to hold an event on 
campus using your on-campus funds from CCC and will require 
any type of entertainment be sure to have the appropriate 
authorizations well in advance of your event. Expenditures 
for this type of event must follow standard CCC Request 
procedures. The University Events Coordinator must process 
the necessary contracts and have them approved by the Vice 
President For Administration and Planning at least two weeks 
prior to the event. 
0. Notebooks: The chair shall assemble and disseminate a CCC 
notebook to all A&S funded organizations and CCC members 
This notebook shall have relative information such as CCC 
policies & procedures, paperwork procedures, and other 
helpful information. These notebooks shall be updated 
whenever changes occur to the CCC policies and procedures. 
P. Following each CCC meeting, the chair shall draft a memo 
to the Comptroller pertaining to the business transactions that 
took place during the meeting. Such transactions include, but 
are not limited to: freezing, unfreezing of club accounts, 
start-up fund allocations, and monetary expenditures. The memo 
must specify which accounts the transactions come from. 
Q. At the beginning of the summer semester, after the CCC 
meeting schedule has been set the chair along with the 
Comptroller shall determine which meetings will be appropriate 
to hear specific requests in order to comply with the 
University's close out procedures. 
Definitions 
Religious focus e d groups shall be defined as those clubs, groups, 
or organizations whose main functionjpurpose 
furthers or manifests faithful devotion to an 
acknowledged ultimate reality or deity 
(a person or attitude). 
Politically focused groups shall be defined as clubs, groups or 
organizations whose primary purpose is to 
promote political party affiliation, or 
the support of a political candidate at the 
local, state, or national level. 
